State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Student Assistant (E&A) 1473-4871-900 50058444 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DFM/Floodplain Risk Notification Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
11
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Christina Kuo Senior Engineer, W.R.
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 4/27/12
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

In a trainee capacity and under close supervision of a Senior Engineer, Water Resources, and
working with the Division of Flood Management's (DFM) Floodplain Risk Management (FRM)
Branch staff, the incumbent will assist in accomplishing program and project tasks carried out by
the FPM Branch. These programs and projects include the Flood Risk Notification (FRN) Program,
FEMA National Flood Insurance Program and Community Assistance Program (NFIP), FEMA's
Community Rating System (CRS) Program, Building Standards Code Update Project, California
Levee Database Project, Best Available Maps Project, Alluvial Fan Task Force Implementation
Project, Hazard Mitigation Grant Assistance Project, and Integrated Flood Planning Technical
Support Project.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others; maintain regular,
consistent, predictable attendance; and exercise good judgment.

The specific essential duties are:

60% Assist with developing hydraulic models for satellite study areas. Conduct quality control for
accuracy of parcel data used for the flood risk notification. Assist in analyzing post mail-out survey
results for the FRN program. Collect and organize digital FEMA NFIP documentation (FIRMs, FIS,
and LOMC) as needed by the NFIP staff for Community Assistance Visits. Review and manage
digital Flood Insurance Rate Maps and FEMA Letters of Map Changes using ArcGIS and other
imaging software. Create and organize digital flood information database for future internal
GIS-related tasks. Assist with the development of Hazard Mitigation Grants applications.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Christina Kuo >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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30% Assist with the updating of program/project web sites. Organize and maintain program/project
documentation on the share drives. Initiate and maintain data for the contact information for the
California NFIP and CRS programs. Assist with preparing responses to questions and comments
from NFIP and CRS communities, the public, and the property owners in the Levee Flood Protection
Zones. Research data and gather information related to floodplain management.
10% Perform other duties as required in support of the FPM Branch’s programs and projects.

SPECIAL REQUIREMENTS

Must have knowledge of Microsoft computer applications.
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	activity: POSITION SUMMARY

In a trainee capacity and under close supervision of a Senior Engineer, Water Resources, and working with the Division of Flood Management's (DFM) Floodplain Risk Management (FRM) Branch staff, the incumbent will assist in accomplishing program and project tasks carried out by the FPM Branch.  These programs and projects include the Flood Risk Notification (FRN) Program, FEMA National Flood Insurance Program and Community Assistance Program (NFIP), FEMA's Community Rating System (CRS) Program, Building Standards Code Update Project, California Levee Database Project, Best Available Maps Project, Alluvial Fan Task Force Implementation Project, Hazard Mitigation Grant Assistance Project, and Integrated Flood Planning Technical Support Project. 
  
ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; and exercise good judgment.   

The specific essential duties are:

Assist with developing hydraulic models for satellite study areas.  Conduct quality control for accuracy of parcel data used for the flood risk notification.  Assist in analyzing post mail-out survey results for the FRN program.  Collect and organize digital FEMA NFIP documentation (FIRMs, FIS, and LOMC) as needed by the NFIP staff for Community Assistance Visits.  Review and manage digital Flood Insurance Rate Maps and FEMA Letters of Map Changes using ArcGIS and other imaging software.  Create and organize digital flood information database for future internal GIS-related tasks.  Assist with the development of Hazard Mitigation Grants applications.
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	activity2: Assist with the updating of program/project web sites.  Organize and maintain program/project documentation on the share drives.  Initiate and maintain data for the contact information for the California NFIP and CRS programs.  Assist with preparing responses to questions and comments from NFIP and CRS communities, the public, and the property owners in the Levee Flood Protection Zones.  Research data and gather information related to floodplain management.   

Perform other duties as required in support of the FPM Branch’s programs and projects.

SPECIAL REQUIREMENTS
 
Must have knowledge of Microsoft computer applications.  
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